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Preparing a RPA for Adverse Actions

Purpose The following information provides you with the steps in preparing a RPA for
an Adverse Action.

Accessing the Navigation List — Request for Personnel Action — Non Pay/Non Duty

Request for Satus — <Open>. The Non Pay/Non Duty Satus Adverse Action is used
Per sonnel for illustration purposes.
Action

Step Action

1 Page 1 of the RPA displays with the Actions Requested data field
populated. Complete the remaining data fields of the RPA
following the instructions in Module 3, Processing Personnel
Actions Using the Modern DCPDS, Chapter 1, Processing a
Reguest for Personnel Action.

Action Edit Query Go Folder Special Help Window

Ha|dv| alNlE] %N wlelu] 42| cl-|

EX Request for Personnel Action (Non Pay/Non Duty Status, Routing Group: TRAINING)

g3 | Change Family < Prev| page 1 of 4 -Next>
PART A - Requesting Office
1 Actions Reguested 2 Request Number

Mon Pay/Non Duty Status

3 For Additional Information Call (Full Name) Telephone Number 4 Prop. Eff. Date ASAR
r
B Action Reguested By (Full Name) Title: Reguest Date

B Action Authorized By (Full Name) Title Concurrence Date

2 Complete Part B by typing the employee’ s name and press [Enter]
to automatically populate the data field or use the LOV to select
the employee. The remaining employee data fields populate.

Note: The HR Office completes the Effective Date data field.

:g — PART B - For Preparation of SF 50

1 Last Name First Mame Middle Name

2 Social Security Number 3 Diate of Birh 4 Effective Date
— FIRST ACTION SECOND ACTION

5-ACode 5B Mature of Action B4 Code  6-B Nature of Actian

-0 Legal Authari

5-CCode 5D Legal Authority i-C Code

6ECode  BF Leial Authoriii

Continued on next page

5-E Code  B-F Legal Autharity
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Preparing a RPA for Adverse Actions, Continued

Accessing the Request for Personnel Action (continued)

Step Action
3 Type in the Nature of Action Code.

Or
Click the LOV to display alisting of NOACs in the Fir st
Nature of Actions Window. Click the correct code and
click <OK> to populate the 5-A Code and Nature of Action

data fields.
First Nature of Actions
Find |%
Code [Nature of Action
Al Flacement in Monpay Status
450 Suspension NTE
452 Suspension Indefinite
460 LWOP-NTE
462 WP NTE
471 Furlaugh
472 Furlough NTE
473 LWOPR-US
a0 Sabhbatical NTE
NO78 Suspension NTE
K

>|
Find | Cancel |

Continued on next page
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Preparing a RPA for Adverse Actions, Continued

Accessing the Request for Personnel Action (continued)

Step Action
4 Typeinthe Legal Authority Code that you need for an
Adverse Action.
Or

Click the LOV to display the appropriate authority code.
Click the appropriate code and click <OK > to populate the
data field.

1/} Note: The authority codesin the LOV reflect those that are
applicable to the family of the NOA selected in the Nature
of Action datafield.

[Tab] to the next data field and continue this process until
you have completed all the Legal Authority Code data fields
that are needed to complete this action or you can continue
tousethe LOV.

5 Click <Next> at the top of the RPA Window to display the
RPA — Page 2.

Continued on next page
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Preparing a RPA for Adverse Actions, Continued

Accessing the Request for Personnel Action (continued)

Step

Action

The Request for Personnel Action — Page 2 displays. Page 2 is
automatically populated with the correct information for the
Adverse Action.

Request for Personnel Action (Hon Pay/Mon Duty Status. Routing Group: TRAINING )

~| Employes SSh NMature of Action
= I Smith, Martha Judy 458743443  Placement in Nonpay St F"’"I Page 2 of 4

— FROM INFORMATION — TO INFORMATION

7 Position Title Number SeqMNo 15 Position Title MNumber Seq Mo
1998 [497

8 Pay Plan 3 Occ. Code 10 Grade or Level 16 Pay Plan 17 Oce. Code 18 Grade or Level
[cs [oz05 [oe

11 Step or Fate 12 Total Salany 19 Step or Rate 20 Total Salary  Award Uohd
o a7 o0 I N
124 Basic Pay 128 Locality Adj.  12C Adj. Basic Pay 204 Basic Pay 20B Locality Adj.  20C Adj. Basic Pay
[30.257.00 [1.640 31,897.00

12D Other Pay 13 Pay Basis 20D Other Pay 21 Pay Basis

IPer Annum

14 Mame and Location of Position's Organization 22 Mame and Location of Position's Organization

History I Extra Information I Person I Position Others...

Click <Next> at the top of the RPA Window.

The Request for Personnel Action — Page 3 displays. Page 3 is
automatically populated with the correct information for the
Adverse Action.

EX Request for Personnel Action (Non Pay/Non Duty Status. Routing Group:TRAINING)

~| Employee SSN Nature of Action
=2 Smith, Martha Judy 458743443 Placement in Nonpay St = PT8¥| Page 3 of 4

— EMPLOYEE DATA

23 eterans Preference 24 Tenure 26 Veterans Preference for RIF
|i]_ Wnng |2_ [Conditional - Tenure Group 2 [No

27 FEGLI 28 Annuitant Indicator 23 Pay Rate Determinant
|c_ [Basic Only |9_ [Not Applicable |u_ [Regular Rate

30 Retirement Plan 31 Service Comp. Date (Leave)
IK_ [FERS and Fica [15-mAR-1998

32 \Work Schedule 33 Part-Time Hours Per Biwsekly Pay Period

F [Full-Time

— POSITION DATA

34 Position Occupied 35 FLSA Categony 38 Appropriation Code
|1_ [Compertitive Service IE_ [Exempt Y] 2
37 Bargaining Unit Status 38 Duty Station Code 39 Duty Station (City - County - State or Overseas Lacation)
W m IW F‘{ANDOLF‘H AF B/BEXAR / TEXAS
45 Educational Level 46 vear Deg. Att. 47 Academic Discipline 48 Functional Class
|u4_ [High school graduate or cen | | [ oo Not Applicable
49 Citizenship 50 ‘eterans Status 51 Supervisory Status

1 |u.s. Citizen, includes U.S. Na1 [X |NulAVE(Eran 6] |NuanupEnlisury

History | Extra Information | Person | Pasition | Others...

Click <Next> at the top of the RPA Window.

Continued on next page
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Preparing a RPA for Adverse Actions, Continued

Accessing the Request for Personnel Action (continued)

Step Action

8 The Request for Personnel Action — Page 4 displays. Page4 is
automatically populated with the correct information for the

B Request for Personnel Action (Non Payp/Non Duty Status, Routing Group: TRAINING)
| Employes SSN MNature of Action
£ | Smith, Martha Judy 458743443 | Placement in Nonpay 5t = P'°¥| Paged of 4
r— PART D - Remarks by R i Office
(Mote to Supervisors: Do wou know of additional or conflicting reasons far the employes's resignation/retirement?)
O ves O Mo
— PART E - Employee Resignation/Retirement
Feasons for Resighation/Retirement
Forwarding Address City State
Zip Code Country
I [
— PART F - Remarks for SF 50
Code Description Fequired
~ WB39 FEGLI coverage continues up to 12 months in a nonpay status. =
B40 Health benefits coverage will continue for up to 365 days in nonpay status unless you cancel yo [©
G33 Service credit for retirement, reduction inforce, and leave accrual purposes continues for up tc 2
= o
History | Extra Information | Person | Paosition | Others... |

i/} Note: You can usethe LOV on the Toolbar for a listing of
additional remarksto select for Part F — Remarks for S 50.

9 Click Save on the Toolbar to save your action. A Decision
Window displays. Click <Yes> to display the Routing Window.

Decision

Do you wish to route the Request
for Personnel Action now?

Continued on next page
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Preparing a RPA for Adverse Actions, Continued

Accessing the Request for Personnel Action (continued)

Step Action

10 | TheRouting Window displays. Click Update HR to update the
database and then <OK>. Y our adverse action is now processed
and a part of the employee record.

Any of the options on the Routing Window can also be sel ected.
Selection will be based on Component business rules.

Routing

FRoutingTo

' Select Routing List
! Select Person

C Select Groupbox
@iSave and Hold in Personal Inbox
_ Update HR

™ Frint Motification

Frinter i

I Interim Approwal
I Approval

Cancel | oK I
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Documenting Adverse Actions

Entering Use the following steps to input adverse action data into an employee’s
AdverseAction  personnel record in the modern DCPDS.

Data

Step

Action

1

Navigation List — People — Enter and Maintain — <Open>.
The Find Person Window displays. Typein the employee' s name
and click <Find>, or use the shortcut method by typing the first
two letters of the last name followed by a “%” and click <Find>.

E Find Person H=] E3

Full Mame |[Ah%
Employee Number

Applicant Number

Social Security

Clear New | Find |

The People Window populates with the employee’ s data from the
Find People Window. Click <Special Info>. The Special
I nfor mation Window displays.

B People = ES
— Name
Female j Type [Employee
Hire Date |14-NOV-1997
Social Security [499-52-7866
Employee |41
Middle A Applicant |25
Birth Date E -T953 Age 44
Mationality Status
WWork Telephone Email
Mail To ™ Has Disability
Date Last “arifiad
Effective Dates
’7 From [23-1aN-1998 To | ([
Validate
Address | Picture | Assignment Special Info | Others...

Continued on next page
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Documenting Adverse Actions, Continued

Entering Adverse Action Data (continued)

Step Action

3 Use the left scroll bar to locate US Gov Conduct Perf. Click in the
Details data field to display the US Gov Conduct Perf Window.

EX 5 pecial Information [DEXTER. PHYLLIS P) =]

Infarmation
Marne Exists

= | |US Gov Cndtn of Emplmt
US Gov Conduct Perfj
US Gov Education

ZI |US Gov Language

[ i

— Details

Start Date End Date Detail [1

;IIJBJUNJQQB [

Continued on next page
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Documenting Adverse Actions, Continued

Entering Adverse Action Data (continued)

Step Action

4 The US Gov Conduct Perf Window displays. Complete each
data field with the required information using the LOV in the
window or type in the information.

1 d H _|Oy=

£y ?

3= )

Adverse Action NOAC =l
Cause of Disciplinany Action

Date of Adwverse Action

Days Suspended

Date Suspension Ower 30 Days

Date Suspension Under 30 Days
FIF &ction Taken

FIF Beginning Date
FIF Ending Date
PIF Extensions

FIF Length

AT o

Clear | Cancel I 0] 4

Continued on next page
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Documenting Adverse Actions, Continued

Entering Adverse Action Data (continued)

Step Action

5 After you complete the data fields in the US Gov Conduct Per f
Window, click <OK>. The data populatesthe Details data field
on the Special | nfor mation Window.

& Special Information [DEXTER. PHYLLIS P)

Infarmation

Marme Exists
= | |US Gov Cndtn of Emplmt Il
US Gov Conduct Perf o
US Gov Education x
ZI |US Gov Language -
Details
Start Date End Date Detail []
= DB JUN-1998 330.55.05-JUL-1998........

6 Save your action and close the window.

Continued on next page
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Documenting Reprimands

Entering a
Reprimand

August 25, 2000

Step Action

1 Follow steps 1 — 4 used in Documenting Adverse Actions section

to document a Reprimand.
f Notes:

Window are required.
A reprimand is not an Adverse Action.

Only thefirst three fields on the US Gov Conduct Per f

2 In the Adverse Action NOAC datafield, click the LOV or type the
appropriate code. (Example: 920-Reprimand from the LOV).

Telephone).

the Reprimand.

Adverse Action NOAC (0920 Reprimand - (0920)
Cause of Disciplinany Action

For the Cause of Disciplinary Action data field, type in the
appropriate action or click the LOV. (Example 81 = Misuse of

For the Date of Adverse Action field, input the effective date of

F=/US Gov Conduct Perf L ofx]

Cause of Disciplinary Action [ =]

62 Falsification Of ﬁ\cial Documents

B9 Awey From Job Without Proper Permission

< ;I_‘
i Find Cancel |

Click <OK> to return to the Special | nfor mation Window.
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Documenting a Reprimand, Continued

Entering a Reprimand continued

Step Action

3 In the Special I nformation Window, the Start Date automatically
generatesin the Details Region. Change the start date to match
the effective date of the Reprimand, if required. Insert the end
date for the end of the Reprimand timeframe.

B Special Information (Abbott, Patrick W)

Information
[Matme Exists
;Eus Gov Conduct Perf

US Gov Perf Appraisal

i i B

1

Details

Start Date End Date Detail [l

__ﬁ‘ 08-0CT-1998 08-0CT-2000

£

If you update the Reprimand through <Special I nfo> for
historical purposes, no RPA isneeded and no SF50 is sent to

Payroll.

If it isa current action and not for historical purposes, you
must do an RPA action to alert Payroll.

4 Save your action and close the window.
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